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Reception // Admin
Company

A corporate law firm specializing in operations in China.

Our client is corporate lawyers based in China. Their team is composed of Chinese and internationally
qualified attorneys. This law firm has been approved by the Ministry of Justice in China and they work
with an international network of trusted partners.

Local approach with international standards.

All members of their team have trained in international law firms and are familiar with cross-border
transactions. They work as a bicultural team to provide efficient solutions that navigate complex legal
environments around the world. Their true added value lies in managing complex transactions in a
constantly changing legal and business environment. They are solution-driven entrepreneurs.

They are entrepreneurs providing solutions that actually work.
Their experience allows them to fully understand the legal implications of doing business in China.

They are in a position to help evaluate risk level and propose pragmatic solutions. They apply a
creative approach to China problem-solving and retain a “boutique” spirit.

Responsibility

This position will focus but not limited to the following tasks:
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- Warm and friendly reception for all visitors and all coming calls and transferring the call at the front
desk;

- Responsible for company courier, mail, parcel sending and receiving (reception following up);

- Trip reservations (tickets, hotel, taxi etc.)

- Maintain the availability of all meeting rooms

- Purchasing Office Supplies

- Responsible for the cashier's work, such as cash journals, check invoices, etc.;

- Complete other tasks that the supervisor confesses.
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Requirement

-2 HFIKREHE , TH, XHREXTE

-RWBEBAERULE , OBRY , EREHARERIR ;

- BE B AL R BN ESAMES |, HAERBERK — B2
EME2FNIREZR, BREHAIERE , REEAMSHT AR ;
BIMEBEER , BERMEREME

- Full-time college education, administration, secretarial or related field
- English level 6 and above, good oral English, able to communicate in English smoothly;
- Able to prioritize and handle multiple tasks autonomously and as part of a team

- At least 1 to 2 years working experience, Familiar with the front desk workflow. excellent computer
skills, skilled use of MS office software;

- Strong sense of ethics, integrity and confidentiality

Please send your resume to: sh-recruitment@ccifc.org



